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Why use Gmail?

• Free

• Web-based

• Access from any web enabled device

• Access from smartphones

• Don‟t need your own internet 
connection
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Gmail – inbox screen 
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Labels – use like folders

Inbox – unread 
emails are bold
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Individual message - Tools

L to R:  back, archive, report spam, delete, move to, 
label, more

Print & Open in 
new window

Reply 



Reply Options



6

Reply – click reply – start typing 
above old message – click send
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New Email:  
1. Click compose
2. Type addresses – commas 

between
3. Type message
4. Click Send
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Attachment:  
1. Click attach a file
2. Locate file 
3. Click on file
4. Click Save

Attaching a file



Things to Know about Attachments

• You can attach more than one file per email

• Do not attach a number of large files to one email

• My rule of thumb is no more than three photos 
per email

• Watch for files with .tiff, .jpg, .pdf, .ppt

• Person receiving files must have compatible 
software to open files
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Gear -
symbol 
for Tools
Same in 
all 
Google 
apps
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Move to:  



Organizing your email



Organizing your email

• To move emails to a label/folder

• Open email or click on checkmark next 
to email

• Click “Move to” tool (looks like a file 
folder)

• Select folder

• Same menu has “create new” and 
“manage labels”



Contacts



Click Gmail to change to 
contacts or tasks



Contacts List

Tools



Contacts detail page



Create a Group



Add contacts to group



Spam & Viruses



Spam & Viruses

• Spam is unwelcome email.

• If you signed up for an email list, you can 
unsubscribe.

• Google blocks obvious spam so that there is much 
less spam in Gmail than you may realize.

• Google blocks certain types of files as attachments 
that may contain viruses.

• .exe files are completely blocked.



To mark a message as spam

Check the box next 
to the message –
click on the report 
spam icon – if you 
get the popup 
message, click one 
of the buttons.



To make a message not spam 

• Click on spam label

• Place a checkmark next to messages you want to 
change

• If email is not spam, click “Not Spam” near the top 
of the screen



Gmail  Events or Tasks
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Click „More‟ when reading an Email – add information 
to your calendar or task list.



Settings – Tabs – General 



Signature – settings – general 

Create a 
signature –
shows up 
at end of 
every 
email, but 
can delete 
or change 
if desired.

Note: tabs stay 
at top when you 
scroll down.

Don‟t forget to scroll down 
and click SAVE



Vacation Responder

Enter information 
you want sent to 
anyone that 
sends you an 
email.

Recommendation:  
check this

Always scroll 
down to Save 
Changes.



Questions?


